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CHAPTER 1 What Are Employers Looking For’CHAPTER 2 Building Self-ConfidenceCHAPTER 3
Volunteering:On-the-job TrainingCHAPTER 4 Effective Job ApplicationsCHAPTER 5 Successful Job
InterviewsCHAPTER 6 Small Talk at the Water CoolerCHAPTER 7 Improving Relationships at WorkCHAPTER
8 Handling CriticismCHAPTER 9 Having a Positive AttitudeCHAPTER 10 Writing at WorkCHAPTER A
Irregular VerbsAPPENDIX B Dictation Key
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